POLIC 


Portsmouth, Virginia Police Department 
General Orders Manual 


Performance Evaluation Reports ADM | 24 
Effective: 08.01.80 | REPRINT OF 35-611 2 pages 
Supersedes: | Series 6111 (03.01.75) 


APPROVED: E. Ronald Boone, Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedure for performance evaluation reporting, 
recording, and controlling of police officers from initial employment through their probationary period and for 
continued employment within the department. 


POLICY: Performance evaluation of police officers through their probationary period is an important and 
beneficial procedure which serves the best interest of both the department and the probationary police officer. 


1. 


All appointees from the Civil Service list are required to serve a probationary period of twelve 
months. 


During the twelve months probationary period, two performance evaluations are required: the 
first at the completion of six months of employment, the second 120 days prior to the employee’s 
first anniversary date. 


A special evaluation may be submitted at any time. 


Performance evaluation reports shall be signed by the officer, the evaluator and the evaluator’s 
supervisor. 


Commanding Officer shall afford each officer evaluated a review of his evaluation report and shall 
discuss any unusual events or ratings given. The discussions shall be of a remedial nature and 
shall be noted on the evaluation form. 


The Assistant Chief of Administration is responsible for calling for performance evaluations as 
required, receiving completed evaluation forms. He is also charged with the establishment and 
operation of a control system which assures the timely completion of performance evaluation 
reports. 


PROCEDURES: 


1. 


2. 


Performance evaluation forms are available from Property and Evidence. 


Listed below are the evaluation forms, which are to be used for the different categories of 
employees. 


A. Management/Administrative Forms — (City Forms) Police Chief, Assistant Chief, Field 
Operations Commander, Captains. 

B. Professional Forms — (City forms) Director of Planning and Analysis, Management 
Analyst. 

C. Lieutenant/Sergeant Form (P.P.D. form No. 118) — All sergeants and lieutenants. 

D. Investigators/I.D. Investigator Forms (P.P.D. For No. 120) Criminal Investigation Division 


officers and fingerprint technician. 
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E. Patrol Officers Forms (P. P. D. Form No. 119) — Patrol officers, patrol aides, security 
guards, and animal control officers. 


F. Supervisory Personnel Forms (City Forms) — Positions of secretary, senior clerk, clerk 
stenographer, intermediate clerk typist, and clerk typist. 
3. Evaluation forms shall be completed by the employee’s immediate supervisor. 


A. More complete guidelines relative to the evaluation process are available from the Assistant Chief 
of Administrations. 
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